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1. OBIHIMUE ITOJOKEHUA U ITOPATOK ITPOBE/IEHU A
BCTYIIMTEJIBHOT'O UCIIBITAHUSA

[lesb BCTYNUTENBHOIO UCHBITAHMS 1O HampaBiieHUIO noarotoBku 46.04.02
JIoKyMeHTOBEICHUE 51 ApXVBOBEJICHUE (Marucrepckas nporpamma:
NudopmanmoHHO-TOKyMEHTAIIMOHHOE 00ecTieueHre yIpaBiIeHNs) IPU MpUEeMe Ha
oOydeHHe 10 TPOrpaMMe MarucTpaTypbl — BBIIBUTh YPOBEHb OBJIAJICHUSA
a0UTypUEHTAMU YHUBEPCAIbHBIMA U TPO(PECCHOHATBHBIMUA KOMIETEHITUSIMU
OakanaBpa.

3ajaud BCTYIMUTEIBHOTO UCHBITAHUS:

- OLEHUTh YpPOBEHb TEOPETUYECKOM M NPAKTHUYECKOM TOTOBHOCTHU
aOUTYpUEHTOB K MPUMEHEHUIO HAy4YHBIX 3HAHUW MO JOKYMEHTOBEJICHUIO U
apXHUBOBEACHUIO;

- BBISIBUTH CT€NEeHb CHOPMUPOBAHHOCTH YMEHHUS MHTETPUPOBATH 3HAHUS B
IIPOILIECCE PEIIEHUs TUTIOBBIX 3a/1a4 MPOGECCUOHATFHOMN 1eATebHOCTH;

- ONpEeNETUTh YPOBEHb HH(POPMAIIMOHHONW U KOMMYHUKATUBHON KYJIBTYPHI.

®opMOii BCTYNMHUTEIHHOTO MCHBITAHUS JJI1 MOCTYHAIOIIUX B MarucTparypy
SBIIIETCSI TMCHbMEHHOE TECTUPOBAHME, KOTOPOE OyIeT MPOXOAUTh OYHO U (WIIH) C
WCIIOJIb30BAHUEM JUCTAHIIMOHHBIX TEXHOJIOTHIA.



2. OCHOBHOE COIEPXAHMUE ITPOI'PAMMBI
BCTYIIMTEJIBHOT'O UCIIBITAHUSA

Pasnen 1. JlokymMeHTOBedeHME M JOKYMEGHTALIMOHHOE oO0ecreyeHue
ylpaBJICHUA

JlokyMeHT B nH(OpMalmoHHOM o01iecTBe. OnepaTuBHasi, pETPOCIEKTUBHAS,
NEPCIEeKTUBHASL cpena ObIToBaHMS JOKyMeHTa. CBsi3b JOKYMEHTOBEACHUS C
UCTOPUYECKUMHU HAyKaMH, apXUBOBEIACHUEM, MPABOBEICHHEM, YKOHOMHUYECKHUMH,
TEXHUYECKUMH HayKaMH, C HayKaMu 00 uHpopMaiuu, Teopueil ynpasienus. Poib
NpakTUKKM B Pa3BUTHUM  JOKyMEHTOBeAEHUA.  MeToabl  UCClel0BaHUsA
JOKyMEHTOBEeUEeCKUX TmpodiieM. OOmieHaydyHble U CHOelHUalbHble METOJbI.
JlokyMeHT kak conuanbHblid (henomeH. [Ipoucxoxaenue nokymenra. [Ipocreitiume
crnocoObl U CpeiacTBa mepenaud MHGOpMalMM BO BPEMEHM W MPOCTPAHCTBE.
[losiBnenne  gokyMeHTHpoBaHHOUW  wHpopmanuu. [loHATHE — «TOKYMEHTY.
Pacmmpenne nouaTus «1okymeHT». [IpaBoBOM, ynpaBieHYECKU, UCTOPUUECKUM,
MH(GOPMAIIMOHHBIHN acTeKThl B ONpeesieHuu JoKyMeHTa. OnpeneneHue 10KyMEeHTa
B 3aKOHOJIATENIbHBIX M HOPMAaTHBHBIX akTax. ColuanbHas CyHIHOCTb JOKYMEHTA.
[TonsiTue «pyHKIUSA JOKyMEHTa», €€ 3HaueHrue. OCHOBHbIE (DYHKIIUH JOKYMEHTA, UX
OCOOEHHOCTU. 3HAaKM M 3HAKOBbIE CHUCTEMbl B JIOKYMEHTOBEIEHUH, HX
kinaccupukanus.  EcTecTBeHHble M HMCKYCCTBEHHBIE  si3bIKUA.  lluchMmo.
N306pa3urenbHoe AoKyMeHTHpoBaHue. ['papuuecknii s3bik. ['padrueckue oOpasbl
KaK COBOKYITHOCTb M300pa3uTEIbHBIX AIIEMEHTOB. TexHuueckoe
nokymeHntupoBanue. Kaprorpadus. M3o06pa3zurenbHoe UCKyccTBO. FICKyCCTBEHHBIE
A3bIKM,  TpEAHA3HAYCHHbIE A  OOLIEHHA  MEXAy  JIoAbMH.  SI3bIku
nporpammupoBanus. Cucremsl 3anucu. Crenorpadus. [ludposanne nHpopmanuu.
CriocoOsI u cpencTBa JOKyMeHTUpoBaHus. [IoHATHS «cTT0c00 JOKYMEHTHUPOBAHUS,
«CPEACTBO JOKYMEHTHPOBAHUS», «CHCTEMA JTOKYMEHTUPOBaHU». TpaaulMOHHbIE
CHOCOOBI JTOKYMEHTUPOBAaHUA. PyuHble NUIIyIIME CPEACTBA, UX JOCTOMHCTBA U
HEJOCTAaTKu. Pa3BUTHE TEXHUYECKUX CPEACTB IMHUCBMEHHOIO JOKYMEHTHPOBAHUS.
DJEKTpOHHOE  JOKYMEHTHpoBaHuE. IIOoHATHE  «AJIIEKTPOHHBIM  JOKYMEHT).
JIOKyMEHTHpOBAaHUE C HCIIOIB30BAHUEM JIA3€PHBIX TEeXHOJOTMH. (OCHOBHBIE
TEXHOJOTMM W  CpPEACTBA KONMPOBAaHHWA M  PA3MHOXKEHUS  JTOKyMEHTOB.
MarepuanbHble HOCUTENN JOKYMEHTUPOBaHHOU MHpopmanuu. [loHsaTue HocuTens
JOKYMEHTHpoBaHHOW uHpopmarmu. Dororpaguueckue HOCUTENN HHGPOPMAITIH.
MarepuanpHble  HOCHUTEIM  MEXAHMYECKOM  3BYKO3alMCU. [ paMIUIACTUHKH.
MaruuTtHble HOCUTEIN UH(POPMALIUY, UX BUABI. MarHuTHBIE JICHTHI, TUCKH, KapThI.
Hocutenu oO0bémHOro wu3o0OpakeHusi. llepcriekTuBHbIE BHIBI HOCUTENEH
uHpopmaruu. BrnusHue Tuna Hocutens uHPopMalMK HAa HHOOPMALMOHHYIO
€MKOCTb, JOJITOBEYHOCTh M CTOMMOCTHh JOKyMeHTa. (CBOWCTBa M CTpPYyKTypa
JOKYMEHTHUPOBaHHOW HH(popMmanuu. MHpopmalMoHHBIE YPOBHM JOKYMEHTA.
[TonsiTust «uHpOpMaLOHHAST EMKOCTBY, «MH(POPMATUBHOCTEY, «MH(OPMALIMOHHAS
IUIOTHOCTh JIOKyMEHTa». OCHOBHBIE CIIOCOOBI HM3MEPEHUS JOKYMEHTHUPOBAaHHOU
uHpopmaruu. CTpykTypa JOKYMEHTHPOBaHHOW HH(popMauuu. PexkBu3uThl u
bopmyiisip nokymenTa. Mlctopuueckue 3Tanbl CKIaAbIBaHUS U pa3BUTUS GopMyJisipa
TEKCTOBOTO JIOKyMeHTa. Merananubie. GopMyIisip Cily>keOHOTO JIOKyMEHTa U €ro



aneMeHThl. TunoBoit Gopmynsap u popmynsp-ooOpaszen. IlocTossHHBIE pEKBU3UTHI
dbopmynsapa nokymenta. HanmenoBanve Buma gokymenta. O0o3HaueHHE aBTOpa U
cocrasurens. bnank nokymenra. O6o3Hauenue agpecara. OCOOEHHOCTH JaTUPOBKHU
nokyMeHTa. MecTto u xapakrep noanuced nokymenrta. Lludposas noanucs. Buss
nevareid. IOpunnueckas cuna gokymeHTa. Tekct agokymeHrta. IloHsthe Tekcra
nokyMeHTa. OyHKIMOHAIBHBIE OCOOEHHOCTH TEKCTOB MUCHMEHHBIX JOKYMEHTOB.
WuTeprekcTyanbHOCTh. B3aumocBsa3p  comepkaHuss U (HOpPMBI  JTIOKyMEHTA.
«AHCaMOJIeBbIN» TPUHIUI TOCTPOCHUS TEKCTOB. BHUIBI TEKCTOB U 3JIEMEHTHI TEKCTA
CIIyXEeOHBIX  JOKyMEHTOB. JIMHIBUCTHYECKHME  OCOOCHHOCTH  JIOKYMEHTA.
Crunuctuka aenoBoi peun. Jlenosas gexkcuka. Mopdonoruueckue cpeicTna si3bika
nenoBoro o6mieHuss. OCOOEHHOCTH TMPaBONKMCAHWS Ha3BaHUW JIOKYMEHTOB,
YUYPEKIACHUM, OpraHu3aluil, NPEANPUATUN, NOJDKHOCTEW, 3BaHHUM, AT, YUCEIL.
CuHTaKkcHUYeCKHEe OCOOCHHOCTH JOKYMEHTa. YHH(UKAIUs TEKCTOB JOKYMEHTA.
[Ipenmocbuikn  u  Metoabl yHUbUKAMU. DPopMbl  yHU(PUKALUUA: THUIIOBOM,
TpadapeTHBI TEKCThI, TaONHIlA, aHKeTa, Tpaduku, nuarpammsbl. [UIEpPTEKCT, €ro
O0COOEHHOCTH, JOCTOMHCTBAa M Henoctarku. [umeprekcroBas cucrema. Obiactu
IPUMEHEHUsI TUIIEpTEKCTa. PemakTupoBaHue AOKYMEHTOB. (OCHOBHBIE ATambl
paboThl HaJa TeKCTOM. Buabl mpaBku TEKCTOB. TeXHUKa MpPaBKU TEKCTOB.
Hcnonb3oBanue KOppeKTypHbIX 3HaKoB. Kiaccupukarusi noxkymenTtoB. Llens u
OCHOBHbIE MeToAbl Kiaccupukauuu. OCHOBaHMSI M CXeMbl Kiaccuukanuu
JOKYMEHTOB. OcHOBHbIE ~ OJIOKM  JOKYMEHTOOOPa3ymolMX  NPHU3HAKOB.
Knaccudukanuss MatepualibHbIX HOCHUTENIEH JOKYMEHTHPOBAHHON HH(pOpPMAaLIUU.
Knaccudukanus 10KyMEHTOB MO MX OBITOBAaHHIO B COLMAIBHOM IMPOCTPAHCTBE U
BpeMeHU. YepHOBHKHM, TMOMJIMHHUKH, OpUruHaibel. ABrtorpadsl. Pemakuuu.
danbcupuumpoBaHHble JOKYMeHThI. Buapsl danscudukanum nokymenton. Konuwu,
UX HCTOPUYECKOE pa3BUTHE U BUJIbI. CUCTEMBI TIOKyMEHTAMU. YHU(PULIUPOBAHHbBIE
CUCTEMBI JOKYMEHTAalMU. lOoCynapCTBEHHbIE CTAaHIAPTHl Ha JOKYMEHTALUIO.
VYHu¢uuupoBaHHas cucTeMa OpraHU3allMOHHO-PACTIOPSIANTEIBHON JOKYMEHTALUH,
e€ cocTaB U OCOOEHHOCTH, MOPSAOK COCTaBJICHUS U O(QOPMIIEHHS JOKYMEHTOB.
HNHpopManinoHHO-CTIpaBOYHbIE JOKYMEHThl. WX cocraBieHne u 0QOpMIECHHUE.
Odopmienne yHu(puIupOBaHHOM TOKyMEHTALMH 10 JINYHOMY cocTaBy. KoMIuiekchl
JNOKyMEHTOB.  JlokymMeHTHbIE pecypcbl. COOTHOIIEHHE  JOKYMEHTHBIX U
UHPOPMAIIMOHHBIX  pecypcoB.  JloOKyMeHTanbHble  (OHABI  MPENNPUITHH,
yupexaeHuit, opranuzanuii. CTpykTypa JOKyMeHTaldbHbIX (hoHAOB. IlepBuuHbIe
KOMIUIEKCHI JTOKYMEHTOB. llepcoHanbHbIE NOKYMEHTHBIE PECYpPCHI, UX COCTaB H
0COOEHHOCTU. ApXMBHBIE KOMIUIEKCHI, HMX Kau€CTBEHHAs M KOJIMYECTBEHHAas
XapaktepucTuka. Buapl apxuBHbIX (OHIOB. [JoKyMeHTHBIE pecypchl OUOINOTEK U
Mmy3eeB. PacmpenenéHHble BIEKTPOHHBIE pecypehl, HMX KilaccupuKaius u
ocobeHHocTU. CymHOCTP M OCOOCHHOCTH JOKYMEHTHON KOMMYHHKAIIUH.
JIOKyMEHTHBIE IIOTOKHM, WX OCHOBHbIE CBoOMcTBa. [IpakTHueckoe 3HaueHHE
UCCIJIEJIOBAHUS JIOKYMEHTHBIX IOTOKOB. OCOOEHHOCTH ITOTOKOB JIOKYMEHTALUU
ynpaBieHuecKkoro xapakrepa. Ilonstue nokymenroobopora. JloOKyMEHTHbIE KaHAJIBL,
UX ucTopuueckoe paszpurue. Kmaccudukanus, kaueCTBEHHbIE U KOJIMYECTBEHHbBIE
XapaKTePUCTUKU JOKYMEHTHBIX KaHaioB. KoMMyHHKallMOHHbIE Oapbephl, HX
Kiaccudukanuss u xapakrepuctuka. IlyTu mnpeononeHuss KOMMYHUKAIMOHHBIX



OapbepoB. OCHOBHBIE BHIBl M HaNpaBiICHUS JOKYMEHTHOW JEATEIbHOCTH.
[TpousBoacTBO MOKyMEHTOB. CHelHMalU3UpPOBAHHBIE YUPEKICHHUS U CIYXObl B
chepe AOKyMEeHTOMpou3BoaAcTBa. OCHOBHBIE YCIIOBUSL M (DOPMBI PEryaupOBaHUS
mporecca JIOKyMEHTOOOpa3oBaHUs. BiMsHME COBpPEMEHHBIX KOMIIBIOTEPHBIX
TEXHOJIOTUHA Ha JOKyMeHTooOpazoBaHue. OOpaboTka JOKyMeHTOB. TexHHueckas
o0OpaboTka u e€ ocHoBHbIE 3Tanbl. Criennduka TBOpueckoit 00pabOTKH JOKYMEHTOB.
NupopManimoHHO-aHATUTHYECKAsT ~ JIEATENbHOCTh.  OKCIEpPTHU3a  LEHHOCTU
JIOKYMEHTOB. BO3HHMKHOBEHHE M pa3BUTHE dKCTEPTU3bl. OCHOBHBIC MPUHIIUIBI U
KPUTEPUN OIpEAeTICHUs] IIEHHOCTH JTOKyMEHTOB. MeToapl aHalm3a IEHHOCTH
TOKyMeHTOB. OpraHu3alliOHHOE W HOPMAaTUBHO-METONWYECKOE O00eCIeUeHHe
OKCIEPTU3bl IIEHHOCTH JIOKyMEHTOB. XpaHEHHE JOKyMeHToB. OmepaTHBHOE,
JIOJITOBPEMEHHOE U TIOCTOSTHHOE XpaHEHHe JOKyMeHTOB. OpraHuzaius XpaHCHHS
nokymeHToB. llonck moxymeHToB. MH(MOPMAIMOHHO-TIONCKOBBIE CHCTEMBI, HX
KJacCUpUKaUsi M  XapakTepucTtuka. Vcmonb3oBaHue JOKYMEHTHPOBAaHHOU
uHbpopManuu. YopasieHue JgokyMmeHTauued. CTpykTypa W HOPMAaTHUBHO-
MeToaudeckas 0aza. MexXayHapoaHbIM CTaHAApT 10 YIPABICHHUIO JEI0BOU
nokyMeHTanueil. OCHOBHBbIE HamNpaBJICHHS  COBEPILIEHCTBOBAHMUS ~ CHUCTEMBI
yIpaBiieHus] “THpopMaIuen U JOKyMEHTaIlue B COBPEMEHHOM OOIIIECTBE.

Pa3nen 2. ApxuBoBeeHHE M APXUBHOE NPABO

Opranuzanus ApxusHoro ¢onga JJHP u ero cocras. [loHsiTue «apXxuBHBIN
JOKYMEHT», «apxuB». IloHATHSA: apXuBHBIM (OHA, apXWBHAs KOJUIEKLIHMS,
dbonnoobpazoBarens. OpraHuzaius JOKYMEHTOB W 1€l B Npeleiaax apXUBHOTO
¢donna. Kiaccudukanus pokymeHToB ApxuBHOro ¢onma. Kiaccuduxanus
apXuUBHOTO (oHA IO (hopMe COOCTBEHHOCTH, BUIaM HOCHUTEIIEH, CPOKAM XPaHEHUSI.
KommnexkroBanne w© JKCIEpTH3a LEHHOCTH JOKYMEHTOB: IIOHSTHE, OJTallbl,
ucroyHuku. [lepenaya nenm Ha XpaHeHHWE B BEAOMCTBEHHBIM U TOCYAAapPCTBEHHBIN
apXWB. OKCHEPTH3a LEHHOCTH JOKYMEHTOB: TIOHSITME, 3ala4d, KPUTEPHUHU.
Oco0eHHOCTH TPOBENEHUS OKCIEPTU3bl I[EHHOCTH JOKYMEHTOB JIMYHOTO
MIPOUCXOXKJICHHSI. Y YET apXUBHBIX JOKYMEHTOB: TIOHSTHE, 3TAlbl U IPUHLIUIIBI yUETa
JOKyMeHTOB. Opranuzanusi ydera AOKYMEHTOB B Ipenenax ApxuBHoro Ponpa.
CocraBneHue yUYETHBIX IOKYMEHTOB B apxuBe. OpraHu3anus JOKyMEHTOB B apXUBE.
HayuHno-cnipaBounbiii amnmapar apxuBa. Hayuno-cnpaBounsiii anmapat (HCA) x
JOKYMEHTAM apXMBa: IOHATHE, CTPYKTYpa, 3HAYEHUE, IPUMEHEHNE COBPEMEHHBIX
texHonoruii B coznanuu HCA. Mcnonb3oBanne 1okyMeHTOB apxuBa. ObecnieueHne
COXPAHHOCTH JOKyMEHTOB ApxuBHOro MoHaa: 37aHU U IOMEILIEHUS JUIsl ApXUBOB,
PEXUM XpaHEHHMs, Pa3MEIICHUE JOKYMEHTOB B XPAaHWIHILE, POBEPKA HAJINYUSA U
COCTOSIHHSI JOKYMEHTOB, CO3JJaHHE CTpPaxoBOro (hOoHIA apXHMBHBIX JOKYMEHTOB.
[TonsiTue apxuBHBIA MeHeMKMeHT. HopmaruBHO-nipaBoBasi 6aza pabOTHl apXuBa.
[InanupoBanue B apxuBe. Pabora ¢ nepconanom. CTaHOBIEHUE OTEUECTBEHHOTO
apXMBHOTO 3aKoHOnaTesnbcTBa. (OCHOBHBIE TEPMHHBI B 00JacTH pabOTHl €
JOKYMEHTAMH, 3aKpEIUICHHbIE B APXMWBHOM 3aKOHOJATEIBCTBE II0 BOIPOCAM
uH(popMaTu3aly, AapXMBHOTO Jeia M B Jpyrux obmactax. Opranuzanus
YIPaBJICHUS TOKYMEHTAIMOHHBIM OOECIIEUEHUEM U apXUBHBIM JIEJIOM U KOHTPOJIb
3a CcoONIOIEHHEeM 3aKOHOJATeNIbcTBAa B ATUX obOnactsax. IIpaBoBbie OCHOBBI



opraHuzanuu JokyMeHToB ApxuBHoro ¢onnaa JIHP. IIpaBoBbie OCHOBBI XpaHEHU,
KOMIUIEKTOBAaHUS M Yy4Ye€Ta apXWBHBIX JOKYMEHTOB B OPraHM3alUsAX M apXHBHBIX
yupexaenusx. [IpaBoBoe perynupoBaHue UCIIOIB30BAHNS APXUBHBIX JOKYMEHTOB.
B3anmocCBA3b apXMBHOTO 3aKOHOJATENBCTBA C HOPMATUBHO-IIPABOBBIMHA AKTAMU B
o0nacTd  JOKyMEHTAallMOHHOTO  OOecrneueHus  yIpaBieHUS. IIpaBoBoOE
peryaupoBaHue  (PyHKUMOHHPOBAHHS  JOKYMEHTOB:  HayYHO-TEXHUYECKUX,
3NIEKTPOHHBIX U APYTuX. Pa3BUTHE apXUBHOTO 3aKOHO/IATENILCTBA 32 PyOEHKOM.

Paznen 3. HupopmannonHas 0e30acCHOCTb M 3alIUTA HHGoOpMauu.

NudopmanimonHass 6€30macHOCTh W 3amiuTa uHPopManuu. DKOHOMUYECKAs
0€30MacHOCTb MPEANPUHUMATENBCKON AesTeIbHOCTH. OCHOBBI MH(OPMALIMOHHON
O0e3onacHOoCTH W 3amuThl WHpopManuu. [loHATHE UEHHBIX HWHQPOPMAIIMOHHBIX
pecypcoB. IlpaBoBasi oxpaHa OTKPBITBIX HH(POPMAIMOHHBIX pecypcoB. Dopmbl
3aIUThl THPOPMAITMOHHBIX PECYPCOB OTPAHUYECHHOTO 1ocTyna. [IpoMbITIIeHHbIH U
HPKOHOMUYECKHM MmMuoHax. McTouHuku KoH(UIeHIMAaIbHONH WHGOpMAUA U
KaHanel ee  yTparbl. KonmenrtyanpHass cdepa NOPUKIATHBIX — TPOOJIEM.
AHanmuTuyeckass pabora mpu obecrieueHUH HMHPOPMAIMOHHOM OE30MacHOCTH.
Hasnauenue, mpuHIMIIBI ¥ CTPYKTYpa CUCTEMBI 3amuThl HHGopManuu. PazpaboTka
U BEICHUE NEPEYHs] CBEACHUM, COCTABISAIOMIMX MPEANPUHUMATEIBCKYIO TailHY.
JlocTyn mepcoHalia K KOH(MUIEHIHUAIBLHBIM CBEIACHHUSM, JOKYMEHTaM U 0azam
naHHblX.  OpraHu3allMOHHBIE CTPYKTYPBI, peaausyromue (yHKIUU CHUCTEMBI
3amuThl nHGopmanuu. [nanoBast 1 KOHTpOJIbHAsE paboTa B Cliyk0e 0€30IaCHOCTH.
CoctaB HOPMATHBHBIX MAaTEpUAIOB IO pEIVIAMEHTAIlMd CHUCTEMbl 3alllUThI
uHpopmaru. KoHpuaeHManbHOEe AEIONPOU3BOJICTBO B TOCYJApPCTBEHHBIX
YUPEKICHUSIX U KOMMEPUECKUX OpTaHU3ALMS: 1IEH, 3314, IPUHITUIIBI, CTPYKTYpPa,
HOpMAaTHBHAsE OCHOBA. TEeXHHUUYECKUE CPEACTBA, MPUMEHSEMBbIC [JIsi OCHAIICHUS
JIOKyMEHTAIIMOHHBIX CIYy’)KO Ha COBPEMEHHOM OJTare: TMOHSATHE, (YHKIIUH,
knaccudukanuu TCY u npuHImnel ux Beidopa. MHboOpMalMOHHBIE TEXHOIOTUN B
JIOKyMEHTAIIMOHHOM  oOecrieueHun  yrpaieHus. CHCTEMBbI  3JIEKTPOHHOTO
JIOKyMEHTO000pOTa: MOHATHE, BUABI, KIIACCU(PUKAIIKS, BHEAPEHUE U UCTIOJIb30BaHHUE.
XapaKkTepUCTUKA OCHOBHBIX MPOrpaMMHBbIX npoaykroB COJI, BHeapsembix B JJHP.

Paznen 4. Kajaposoe 1e10npou3BOACTBO M APXUBBI JOKYMEHTOB IO
JIMYHOMY COCTAaBY.

Opranuzaiusi  KaJpoBOM  CiIyXObl. 3aKOHOJATEIbHOE, HOPMATUBHO-
METOIUYECKOE W OpPTaHU3AINMOHHOE PETYIHPOBAHUE JACATEIIBHOCTH KaJIpOBOU
cityx0bl. JIOKyMEHTHpOBAaHUE TPYAOBBIX OTHOIICHUH. TpynoBbIe KHIKKU U paboTa
e aumu. Oomme TpeboBaHUs K COCTABICHHIO U 0o(hopMmiieHHio TokyMeHToB. Pabota
C KaJIpoBBIMH IOKyMEeHTaMu. TeKylee XxpaHeHne TOKyMEHTOB B KaJpOBOH CITyk0e.
[TonroroBka Aen Jisi ciayu B apXuB. ABTOMATU3AIMS pabOThl KaIpOBOW CITY>KOBI.

Pa3znean S. Tpyaosoe npaso.

[Ipenmet, meTon, cucteMa U (QYHKIUU TPYyZOBOro ImpaBa. McTOYHUKH
TpynoBoro mnpaa. CyOBEKTBHl TPYAOBOTO IpaBa. TpyaoBble NPABOOTHOIICHHUS.
KomiexktuBHBIA 10roBOp M coraiieHue. [IpaBoBoe peryanpoBaHue 3aHSITOCTU U



TpynoycrpoiictBa. TpynoBoit porosop. IlepeBoasl u mnepemenieHus. OCHOBaHUSA
IpeKpalieHus: TpyaoBoro gorosopa. Pabouee Bpems. Bpems orapixa. 3apaboTHas
miara. ['apaHTUliHBIE W KOMIIEHCALMOHHBIE BBILIATHL. TpyaoBas JMCLMILIMHA.
TpynoBbie cropsl, coluaigbHas 3allUIIEHHOCTh PaOOTHHUKOB. OxpaHa Tpyda u
IIPaBOBOE PErYIMPOBAHUE OXPAHbI TPY/A.

Paznen 6. HNHpopMaumoHHbIe TEXHOJOTHM B JOKYMEHTALMOHHOM
o0ecneyeHUN yNIPaBJICHUS U APXUBHOM JeJie.

OcHoBHBIE dTanbl B ucropuu asromarnsaunu JJOY u apxuBHOTO Aeina.
OOmasi  xapakTepuCTUKa  COBPEMEHHBIX  WH(OPMALMOHHBIX  TEXHOJOTHUH,
UCIIOJIb3YEMBIX B paboTe ¢ JokyMeHTaMu. OCHOBHbIE HAIPABIICHUSI UCTIOIb30BaHUS
COBpPEMEHHBIX HMHGOPMalMOHHBIX TexHonorui B JIOY u apxuBHOM jene.
DNEeKTPOHHBIE TOKYMEHTHI U 3IEKTPOHHBINM JOKYMEHTO000poT. Knaccudukanus u
oOmass xapakrepuctuka [IO B 0071acTM 3JIEKTPOHHOTO JIOKYMEHTOOOOpOTA.
Buenpenue  aBTOMAaTM3UPOBAHHBIX  TEXHOJOTMH B paboTy apXuBOB U
JOKYMEHTAI[MOHHBIX CIy>K0 opranuzanuil. lcrnonbs3oBaHne KOMIBIOTEPHBIX
MH(GOPMAIIMOHHBIX TEXHOJIOTHI B COBPEMEHHBIX OpraHU3aIUsIX U apXuBaX. PhIHOK
CHELUaJU3UpPOBaHHBIX MporpamMm asromarn3auuu JIOY wu apxuBHOrO Jena.
3akoHoAaTeabHas U HOpMAaTUBHO-MeTOoAMYecKas 0aza uH@opmaruzauuu OV u
apxuBHoro jgena. llepcrnexTuBHble HamnpaBieHuss uHbopmatuzammu J1OY wu
apXHUBHOTO JENa.

Pazgen 7. Opranusanusi CEKpeTapcKoro 00CayKMBaHUs.

3HaueHWEe CHenualbHOCTH. PernmameHTanusi OCHOBHBIX OO0si3aHHOCTEH
cekperapsi. OCHOBBI OpraHm3anuu TpyHda. YcioBus Ttpyaa. [IpaBoBas ocHOBa
CEeKpeTapCKOW  NeATeTbHOCTH. AJIMHUHUCTpATUBHBIC (DYHKIIUA  CEKpeTapsl.
OpranmuzanmonHbsie (yHKUIMUA cekperaps. [lemonpousBoAcTBeHHbIE (DYyHKIINU
cekperaps. AHanmuThueckue (QyHKIMM cekperaps. TexHuyeckue (QyHKIUU
cekperaps. [lemoBble M JUYHOCTHBIE KauyecTBa CEKpeTaps. JTHKa CEKpeTaps.
TpynoyctpoicTBo. Ananranus K padoTe.
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3. IIKAJIA OHEHUBAHUA U MUHUMAJIBHOE KOJIMYECTBO
BAJJIOB, NOATBEP/KJAIOIIEE YCHHEINIHOCTD MPOXOXAEHUSA
BCTYIIMTEJIBHOT'O UCIIBITAHUSA

Ucnbitanue mpoBomutcss B (opMe MHCHMEHHOTO TECTUPOBaHUS. buier
comepxut S50 TECTOBBIX 3aJlaHU OTKPHITOTO THUMA, IMOATOTOBJICHHBIX B
COOTBETCTBHUM C TPOTPAaMMON BCTYNMHUTEILHOTO WCIBITAHUS B MarucTparypy.
[TpomOKUTENPHOCTh MUCHMEHHOTO JK3aMeHa — JBa akajgemMudeckux daca (90
MUHYT). OTCYET BpPEeMEHM HAUYMHACTCS TIOCJIC 3allOJIHCHHSI TUTYJIHHOTO JIMCTA
oTBeTOB. [Ipy BBITONHEHWM 3aJaHWil aOUTYpHUEHTaM 3aIlpelnaeTcsl MOJb30BaThCs
y4eOHUKaMU 1 CpelIcTBaMH CBSI3H. Paspemaercs UCIIOI30BaTh
HEMporpaMMHUpyeMbIe KaJbKYJIATOPBl. B KakaoM Owmiere coderaeTcss MaTepHall
TEOPETHUYECKOTO M TMPHUKIATHOTO XapakKTepa ¢ 3ajadaMH, NPU3BAHHBIMU BBISIBUTH
yMeHHEe aOUTypHEeHTa HMCMOJIb30BaTh KAaTErOPUAJIbHBIN amnmapar, METOAbl JaHHOTO
HaIPaBJICHHSI IOATOTOBKH, a TAKKE OCYIIECTBIISITH COOTBETCTBYIOIIUE PACUETHI.

3a KaxJ0€ TMPaBWILHO BBITIOJIHEHHOE 3aJaHUe Hauucisercs 2 Oasia.
KonnuecTBo 60amioB 3a BCIo pabOTy BBIYUCIISETCS KAk CyMMa OaJIJIOB 3a BCE 3aJJaHUA.

CooTHOIIICHHE  HAIMOHAIBHOW U CTOOQIJILHOM  OIICHOYHBIX  IIIKAJ
MPENICTABIICHO B CIEMyIOEH TabmuIe:

OrneHka o HAIMOHAJIBLHOM IIIKAaJIE Cymma 6aiu10B 110 100-6a1bHOM mIKaje
OTanyHO 90-100
Xopouio 75-89
Y 10BJIETBOPUTEIIHHO 60-74
HeynoBneTBopuTeabHO 0-59

MuHUMaJbHOE  KOJIWYECTBO 6aJ'IJ'IOB, MNOATBCPIKAAIOIICEC  YCICIIHOCTD
MMPOXOXKACHUS BCTYIIUTCIIBHOI'O UCIIbITAHUA, — 60 6am10B.
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4. OBPA3EIl DK3AMEHAIIMOHHOI'O BUJIETA

YTBEPXIEHO:

Ha 3aceJJaHUU YUYEeHOIo COBeTa
(axyibTeTa MaTeMaTHKH M HHPOpMa-
IIUOHHBIX TEXHOJIOTHUI1

npoTokos Ne 5 ot 19.12.2024 r.
IIpencenarens YueHoro coBera

H. A. MouceeHko

denepanbHOE TOCYIapCTBEHHOE OIOPKETHOE 00pa30BaTeIbHOE

yUpeXJIeHUE BBICIIET0 00pa30BaHus

«JloHEeUKUH rocyapCTBEHHBIM YHUBEPCUTET
dakyjabTeT MATEMATUKHA U MH(POPMAIMOHHBIX TEXHOJIOTH A

BeTynurenbHOE UCTIBITAaHKE T10
OO6pazoBarenbHas IporpaMma
dopma o0yueHus
HamnpagieHust oAroToBKu

HaMpaBJICHUIO ITOATOTOBKH

MarucTparypa
OYHasi, 0YHO-3209YHAS

46.04.02 JlokyMeHTOBeIeHHE U apXxuBOBeaeHUe (Marucrep-
ckast nporpamma: MHOpMaMOHHO-I0KYMEHTAI[HOHHOE

obecrieueHne ynpaBieHHs)

Buaer NeXX

1. YnnuHeHHbI OCHOBHOM OIIauMBaeMblil OTIYCK B PD mpoaoiKUTENbHOCTHIO 0 56 KaJleHAapHBIX

JTHEW Mpe1oCTaBISETCS:

a) JIMIIaM B BO3pacTe J10
BOCEMHAILIATH JIET;

0) HayYHO-TIEIarOTHIECKUM
paboTHUKaM;

B) BOCHU3UPOBAHHOMY JINYHOMY
COCTaBy rOpHOCIACATENbHBIX
qacTeu.

2. HaumeHnsbimas (TO CCTh HG,Z[G.HI/IMaSI) CAMHHNIIa TIOMMCHOBAHHBIX HJAHHBIX HA3bIBACTCA:

a) MoJjem;

\6) JIOMEHOM;

‘B) 3aIHCHIO.

3. MexyHapOAHbI ATUYECKUI KOAEKC apXWBHUCTOB NPHUHAT Ha [eHepanbHOU accamOiee
Mex1yHapoJIHOTO COBETa apXHBOB, Npoxoausiiel B paMkax X VI konrpecca MCA:

a) B [lekune B 1996 1;

0) B [lexune B 1982 1;

| B) B [lapmxe B 1996 .

4. CoiicTBa cTaTn4eckoi (hOpMbl HHTETPAIIMH - 3TO

a) BHYTPCHHUI THOKHI XapakTep
CBsI3€;

0) LIEHTpaJLHBIN WIIH
CBOOOHBII TN CTPYKTYD;

B) BHEITHHE (DUKCUPYIOIINE
IpUCIOCOOICHUSI.

5. Kakast nH(hOpMaIMOHHO-TIOMCKOBAs peUb CO31aHa Ha OCHOBE €CTECTBEHHOTO SI3bIKA:

a) VJIK; |

0) IpeaAMETHBIX PYOpHK;

| B) BBK.

6. B xaxom niporiecce ACO/I onpenensiercs kinaccubUKAIMOHHBIA HHIEKC JOKYMEHTA B
COOTBETCTBUHU C €r0 COACPNKAHUEM IO TaOIHIIe ONPeAeIEHHOW CUCTEMBI KIIaCCU(UKAIIUU:

a) MpeIMEeTH3aITHS; \

0) cuctemaruzaIus;

\ B) pedhepupoBaHHeE.

7. Cuctema rocynapcTBeHHOU ciyk0b1 PD BriTtO4aeT B ce0s Cienyronye BUIbI TOCYIapCTBEHHOM

ciy»0a; TocyaapCcTBeHHAs
BOCHHAs CITy»k0a;

ciy0a; BOCHHAs
ciryx0a; IpaBOOXpaHUTEIbHAS
ciryx0a;

CITYKOBI:
a) TOCy/1apCTBEHHAS 0) rocyapcTBeHHas B) TOCyJIapCTBEHHAs
rpaXkaaHcKast rpakaaHcKast rpa)xIaHcKas CIyx0a; BOeHHas

ciyx0a; MpaBOOXPaHUTEIbHASL
ciry>k0a; TocyiapcTBeHHas
OIIepaTHBHO-CIIacaTeIbHAS
ciryxko0a.

PacHIOpPSIAUTENBHBIX JOKYMEHTAX:

8. BeiOepuTe BapHaHT MPAaBUJILHOTO NMPOCTABIICHUS OTTUCKA NIEUYaTH Ha OpPraHU3aI[IOHHO-
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a) HIKE PEKBU3HTA 0) nomKHAa OBITH 3aXBaueHa B) JIOJDKHA OBITH 3aXBaYcHA YacTh
«ITommucey; JIMYHAs TTOJITUCH; HAMMEHOBAHUS JOJDKHOCTH JIUIIA,
MOJIITUCABIIIETO JTOKYMEHT.

9. I'etepobaTmus siBisieTcst HanOOJIEe BHIPAKCHHOM

a) B MHTEIPUPOBAHHBIX 0) B OOJIBIINX CHCTEMAX, B) B CUCTEMAaX C HEBBICOKUM
CUCTEMaXx; COCTOSIIIIUX M3 OTHOCUTEIBHO | TEMIIOM MPeoOpa3oBaHUM.
ABTOHOMHBIX KOMIIOHEHTOB;

10. Onucu e moCTOSTHHOTO CPOKa XpaHEHUS U 110 JINYHOMY COCTaBY, @ TAKXKE aKThl O BbIJICJICHUH
JIOKYMEHTOB K YHHUYTOXEHHUIO YTBEP)KIAIOTCS:

a) 9KCTIEPTHO—TIPOBEPOUHOI 0) SKCTIEPTHO—TIPOBEPOUHOM B) PYKOBOJIUTEJIEM OpTraHU3AINH
KOMUCCHEH OpraHU3allNH; KOMHUCCHEHN TOCYITapCTBEHHOTO | MOCJIE COTTIACOBAHUS C
apXWBHOTO OPTraHa; AKCTIEPTHO — MPOBEPOYHOM

KOMHUCCHEHN TOCYIapCTBEHHOTO
apXUBHOTO OpraHa.

11. BeraBbre npomnyieHHbIe cioBa: OOpalieHrne — OCHOBHON MHCTPYMEHT U HOCUTEIb
UH(pOPMaLIH, HAIPABJIEHHBIN Ha ... U peaIu3yeT NCUXOIOIHYECKYIO0 YCTaHOBKY KOMMYHUKAIMH
L[EJICBOM ayIUTOPUU:

a) pu3HIeCKOe BO3/ICHCTBHCE, 0) SMOITMOHATILHOE B) COIIMAILHOE BIIMSTHUE.
BO3JCHCTBUE;

12. HedonnoBas opranuzaiusi XpaHeHUs IPUMEHSCTCS IS

a) OyMa)KHBIX JIOKYMEHTOB; 0) kuHO-, hoTO-, hOHO- 1 B) 00beAMHEHHBIX (DOHOB.
BUICOJIOKYMEHTOB;

13. CtangapThl NepecMaTpUBAIOTCS:

a) He pexe, ueM 1 pa3 B 5 1er; ‘ 0) B KOHIIE KaXIOTO TOJ1a; ‘ B) He pexxe yeM | pa3 B 3 roza;

14. Pa3paboTKoi CTaHIapTOB B 00J1aCTH WH(DOPMAITMOHHBIX TEXHOJIOTHI, MUKPOTIPOIIECCOPHOM
TEXHUKHU 3aHUMACTCA:

a) MEK; | 6) ISO; | B) ISO/MEK coBmecTHO.
15.BpiciinM 3akoHOAarenbHbIM opraioM JIHP sBasercst:

a) ['maBa pecnyOnuku; \ 6) CoBET MUHHUCTPOB; \ B) Hapoausiii coBer.

16. CBogHAast OIIUCH JIEJI COCTABIIIETCS B:

a) 5-X 3K3eMILIApax; 0)3-X PK3eMIUIApaX; B) 4-X BK3eMIUIIpaX.

17.I'maBHOE rOCyIapCTBEHHOE YITPABJICHUE JOKYMEHTAIIMOHHOTO 00SCIICYeHUS U apXUBHOTO  Jieja
JIHP Gb110 CO3/1aHO B:

a) 2014 ; | 6) 2015 r; | B) 2016 .
18. B ciiydae norepu TpyaoBON KHUKKH:
a) BBIAAETCS TyONIHKaT; 0) BBIJIACTCS BKJIA/IBIIII; B) 3aBOJUTCS HOBasl TPYAOBas
KHIKKA.
19. OT™METHTE OCHOBHOE Ha3HAYEHHE MOJIYJIbHOTO IPOIPaMMHUPOBAHUS:
a) COKpallleHue pa3MepoB 0) ympolleHrue penieHus B) YCKOPEHHWE BHITIOJIHCHHS
nporpamm; 3a/1auu 3a cUeT pa3OUeHUs ee | BHIYMCICHUH.
Ha MoA3a1a4H;

20. Crioco0 ynocToBepeHus IOKYMEHTa, IPOU3BOAUMBINA MOCIIE MOIMUCAHNS, CAHKIIMOHUPY IO
pacmpocTpaHeHue AeHCTBHS JOKYMEHTA Ha ONPEICICHHBIN KPYT yUpeKIeHUH, JOIDKHOCTHBIX JIHII, —
3TO:

a) IPOCTABJICHUE TIEYaTH; ‘ 0) YTBEp)KICHUE; ‘ B) COIVIaCOBaHUE.

21. Kakoit HOpMaTHBHBIN JOKYMEHT SIBISIETCSI OCHOBOM ISl OMPEICIICHHS XapaKTEPUCTUKHU
CTPYKTYPBI IIEPCOHAJIA:

a) ['ocynapcTBeHHBIIH 0) Komekc 3akoHOB O Tpyne; B) WHUBUIyJTbHBIA TPYIOBOH
KJaccupukarop npodeccuit JIOTOBOD.
Ykpausnsl JIK 003-2005;
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22. Ocobas Gopma 10roBopa MEXy HaeMHBIM PaOOTHUKOM M COOCTBEHHUKOM MPEANIPUATHS,
COIVIaCHO KOTOPOMY pabOTHUK 0053yeTCs BBIIIOIHATH paboTy, ONPEIEIEHHYIO STHM COTTIAIICHHEM
IpaBUJIaMU BHYTPEHHETO paclopsIKka, a Biajesnel NpenpusTus 00a3yeTcs BhIIIadlBaTh
paboTHHKY 3apabOTHYIO IJIaTy ¥ 00eCeunBaTh MpeIyCMOTPEHHbIE 3aKOHOIATEIbCTBOM O TPY/IE

HAQJIC)KAIUC YCIIOBUA — 3TO!

a) TPYJIO0BO# TIOTOBOD;

\ 0) TOTOBOD MOAPSIA;

| B) KOJICKTHBHBII 1OrOBOP.

23.YBonpHEHHE PaOOTHHKA B CIIydae OCYKACHUS paOOTHHKA K HaKa3aHUIO, HCKITIOYAIOIIEMY
MPOAOIDKEHHE NMPEXHEH paboThl, B COOTBETCTBUU C TIPUTOBOPOM CY/Ia, BCTYIHUBIIUM B 3aKOHHYIO

CUJIY IPOM3BOJIUTCS COMIACHO:

a) ct. 83 TK PD;

| 6) cr. 62 TK P;

| B) ct. 45 TK PO.

24. MogenbHast TpeXMepHasi OKpy>Karolas cpefia, Co3iaBaeMasi KOMIbIOTEPHBIMU CPEJICTBAMU U
peaTMCTUYHO pearupyronias Ha B3auMOJICHCTBHE C MOJIb30BATENIIMU, HAa3bIBACTCS:

a) BUpTyajbHas peajbHOCTb;

‘ 0) apea;

‘ B) HEUPOCETH.

25. OcHOBaHUE U3AHUsI IPUKA3a 10 OCHOBHOMW JESITEIbHOCTH COEPIKUTCS:
a) B NIO3ULIUU TEKCTA 0) B KOHCTAaTUPYIOILEH YacTu B) B IIpUJIaraeMbIxX
«OcHoBaHuey; TEKCTa; JOKyMEHTaXx.

26. 1511 o011eHus C MOCETUTENIMHU BeO-y3i1a, cOopa 3aMe4aHuil 1 MHEHHI ToceTuTeNei

HCIIOJIB3YCTCS:

a) popma obparHO¥i CBsI3H;

| 6) XML-npeacrasienue;

| B) snement DHTML.

27. IlepecTpoiika (mepenpoeKTUPOBAHUE) NEITOBBIX MPOIECCOB JJIS TOCTHKEHUS PAJUKATBHOTO,
CKaYKOOOPA3HOTO YAYUIIEHHsI ASSITEIbHOCTH (PUPMBI — 3TO:

a) ajanTanus;

\ 0) pEeMH)KUHUPUHT;

\ B) JJOOOMpPOBaHHE.

28. [IpuHLIUIIOM, TIPH KOTOPOM 00ECIIEYMBAETCS CIIOCOOHOCTH B3aUMOACHCTBUS SKOHOMUYECKUX
MH(OPMAITMOHHBIX CUCTEM PA3IUYHbBIX BUJIOB, YPOBHEH B IPOIECCE X COBMECTHOTO
(YHKIIMOHUPOBAHUS HA3bIBACTCS IPUHITUIL:

a) 50 eKTUBHOCTH;

‘ 0) COBMECTHMOCTH;

‘ B) pa3BUTHSL.

29.0CHOBHBIM NPUHLUIIOM COBPEMEHHOTO APXHBOBEJCHHUS SIBISIETCS MPUHIIMIL:

a) OObCKTUBHOCTH,

0) ucropusma;

B) BCECTOPOHHOCTHU U
KOMIIJICKCHOCTH.

30.dexper CoBeTta HapogHBIX KoMHuccapoB «O peopraHu3alnyy 1 LHEHTPaIu3alui apXUBHOTO J€ea B

PC®OCP»» ObL1 IPUHSAT:

a) 1 urons 1928 r;

| 6) 1 mromst 1920 1o;

| B)] mionst 1918 1.

31. TpynoBoe 3aKOHOIATEIHCTBO YCTAHOBHUIIO COKpaIlleHHOE pabodee BpeMst IJist
HECOBEPILIECHHOJIETHUX B Bo3pacte 16—18 net:

a) 12 9acoB B HeJEIO;

\ 0) 24 Jaca B HeJENIO;

\ B) 36 4acOB B HEJIEIIO.

32. B KoHIIE Ka)KI0T0 Jiejia IMOIINBAETCS:

a) YMCTHIN OJIaHK JIMCTa-
3aBEpPUTEIIS;

0) 611aHK BHYTpEHHEH onucu
JOKYMEHTOB JIeNIa;

B) HHUYCTO HC MOAJIINBACTCA.

33. Kakas 13 XapakTepuCTHK TpapuuecKux MeTo10B 00paboTku nH(pOpMaIUK He SABISETCS UX

JTOCTOMHCTBOM?

a) MpOCTOTA;

‘ 0) HaJISJTHOCTB,

‘ B) KOHLIEHTPUPOBAHHOCTD.

34. Kakue n3 nH)OpPMAITMOHHBIX CBSA3EH B aHATMTHYECKOW paboTe Hanbosiee HeHAS)KHBIC:

a) IPOYHbIE, IOCTOSIHHBIE;

0) BcrioMorareabHbIE;

B) CBSI3U CIIy4alHBIX
B3aMMOIEHUCTBUN

35. Jlns "yero npoBOIUTCS YHU(PUKALIUS TOKYMEHTOB?

a) JUIs OpraHu3ay paboThl ¢
JOKyMEHTaMH;

0) st TOKYMEHTHPOBAHUS
YIPaBICHYECKON
JACATCIIbHOCTHU,

B) JJ1s1 CHUKCHUS KOJINYCCTBA
PUMEHSIEMBIX JOKyMEHTOB,
CHUXCHUA TPYAOCMKOCTH UX
00paboTKH.

36. ComanieHus OTHOCUTENBHO IIPaBa HAa KOIMPOBAHUE apXUBHBIX MaTepHaioB, KOTOPbIE OTHOCSTCS
WIN KacaroTcs OJHOM CTpaHbl, a HAXOAATCS B IPYTOM, YTBEPKIECHBI (IIPOJIOIDKUTE):
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a) MexnynaponusiM CoBeToM 6) OOH; B) TAKUX CONVIALIEHUH €LIE HET.
apXMBHCTOB;

37.Bce 3amucH B TPYOBYIO KHHXKKY O BBITIOIHIEMOW paboTe, mepeBojie Ha APYTYIO MOCTOSTHHYIO
paboTy, a TaK)Ke 0 Harpajgax M MOOUIPEHHUSIX BHOCATCS COOCTBEHHUKOM:

a) BO BpeMsl YBOJIbHEHUS; 0) B TOT K€ JICHB; B) IIOCJI€ U3AAHUS
COOTBETCTBYIOILETO MPUKA3a,
HO HE II03/IHEE HENIETBbHOTO

CpOKa.
38.Bo BcomorarenbHOM 30He pabodyero Mecta ceKpeTapsi pa3MeIaoTes:
a) pabouuii CTOJ C MpUCTaBKaMK | O) TWBaH, CTYJIbS, B) mKadbl, KOMUPOBATHHBIN
¥ HEOOXOMMOM OPTTEXHHUKOM; JKYpHAJIbHBIE CTOJIBI, anmapart, gakc u apyroe
BCIIOMOTaTeIbHOE
00opyI0oBaHue.
39. K mpukaszam 1o KaJpoBbIM BOIIPOCAM JUTHTEIHHOTO CPOKA XPAHEHUS] OTHOCSTCS MPUKA3BI O:
a) MTOBBIIIICHU T 0) HaJTO)KEHUH B) OTITYCKE B CBSI3U C y4eO0oil.

KBaJTM(DUKALIAH; JUCLUIIIMHAPHBIX B3bICKAHUI;

40.BpinucKy 13 TPOTOKOJIA COBEIAHUS MOANKICHIBAET:

a) CEKpeTaph; \ 0) mpejacenarenb U CEKpeTaphb; \ B) IIpeJiceIaTeb.

41. PaccTaBbTe B JJOTHYECKOM MOPSIIKE TAbl ABMKECHUS MTPUKa3a KaK BHYTPEHHETO JIOKyMEHTA:
A) BU3UpOBaHME, coriiacoBanue; b) moaroroBka mpoekTa npukasa; B) ucnomHenue;
I') peructpauus; J1) mocraHoBKa Ha KOHTpoJib; E) moanucanue.

a) ABBIJIE; | 6) BAET/IB; | B) BATE/IB.

42. B TekcTe TeneoHOrpaMMbl JOJIKHO OBITh:

a) He Ooneee 50 cioB; | 6) He menee 10 cioB; | B) He Gouee 10 ci10B.

43. llenb pe3eHTAIIMOHHBIX (PEKJIAMHBIX, KOMMEPUYECKHX ) MHCEM:

a) MOJIOKUTEIBHO MPETOAHECTH 0) moOynuTh aapecara K B) HAIIOMHUTH aapecary 0o
KaKyr-TH00 MPOAYKIIHUIO, OCYIIIECTBIICHUIO TIOKYTIKH; | OOCIaHHH OCYIIECTBUTh
OpTraHMU3aIHIO, TIEPCOHY; MOKYTIKY.

44. IToctpoenune 6a3bl TaHHBIX IO KOHTPOJIIO UCIIOJIHEHHS TOKYMEHTOB B Ms Access OTHOCUTCS K:
a) TIOTUYECKOMY MTPOCKTUPOBAHHIO | 0) hU3HUeCcKOMY B) HH(POIOTUIECKOMY

B/; npoekTupoBaHuio bJ1; npoektupoBanus b1,

45. 3a HeoopMIICHHE TPYIOBBIX OTHOIICHUN ¢ HAEMHBIMU PAaO0OTHUKAMH MPEAYCMOTpPEHA
OTBCTCTBCHHOCTD.

a) aIMUHUCTPATHBHAS; \ 0) TMCUUIUTMHAPHAS; \ B) YrOJIOBHAS.

46. Pacnipenenenre 00sS3aHHOCTEH MEXAY PYKOBOICTBOM, B TOM YHCIIE TIPABO TOAMHICHIBATH
JIOKYMEHTBI, YCTaHABJIMBACTCS:

a) B COOTBETCTBUHU C YCTHBIMH 0) IpUKa3oM PYKOBOIUTEIIS; B) B MHCTPYKIMH 10
pacnopsKeHUAMU JIeJIOTIPOU3BO/ICTBY.
PYKOBOJIUTEIIS;

47. JIoKyMeHT, COCTaBJICHHBIN Ha OJIaHKE, JOCIIOBHO BOCITPOM3BO/ISIIHNIA YaCTh TEKCTa apXUBHOTO
JOKYMEHTA, OTHOCSIIIYIOCS K ONPEACTICHHBIM (PaKTy, COOBITHIO, JIUILY, C YKa3aHUEM apXUBHOTO
mr$pa 1 HOMEPOB JIMCTOB €IMHHULIBI XPAHEHHU s, HA3bIBAIOT:

a) apXUBHOM BBINKCKOM; ‘ 0) apXMBHOM KOMHEH; ‘ B) apXMBHOM CITPaBKOM.

48. Cnnoco0 yaoCcToBepeHUs TOKyMEHTA, IPOU3BOIUMBII TIOCIIC TTOAMMCAHUS, CAHKITMOHUPYFOTITHI
pacIpoCTpaHeHUE NEUCTBUSA JOKYMEHTA HA OIIPENEICHHBIN KPYT YUPEKACHUM, TOJDKHOCTHBIX JIMLI,
— 3TO:

a) YTBEpXKJICHUE; \ 0) MpocTaBJIeHUE NIEYATH; \ B) 3aBEpCHHE.

49. Uem omMyaroTCs MEXIy co00M MOANPOrpaMMBbI-IIPOLEAYPHI H MOAIPOrPAMMBI-(DYHKIIHU:

a) MPUHIIMIIAMH BBITIOTHEHUS 0) HaOOPOM HCITOJIB3yEMBIX B) METOJIOM BBI30Ba U

orepanui; OIIEpaTOPOB; KOJTMYE€CTBOM PE3yJIbTaTOB,
KOTOPBIE BO3BPAIIIAIOTCSI.




15

50. YkaxxuTe npaBUIbHBIA TOPSI0K PACHIONIOKEHHE HH(POPMALIUU B CBOIHOM MPUKA3E M0 JINYHOMY

COCTaBy:

a) YBOJIUTh — [IEPEBECTH —
IPUHSTH;

0) IpUHATH — IEPEBECTU —
YBOJIUTD;

B) IEPEBECTU — IPUHATH —
YBOJIUTD.

Hpez[c €a1aTciib HpHCMHOﬁ KOMUCCHH

IIpencenarens 3x3aMeHAITMOHHON KOMUCCUU

l'og moctrynnenus 2025

C.B. becnanosa

H.1I.ITonomapenko
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5. CHUCOK PEKOMEHIYEMOM JIUTEPATYPBI
JUIA TIOAT'OTOBKU K BCTYIIUTEJIBHOMY UCIIBITAHUIO

OcHoBHas uTEpaTypa

1. Anekceea E. B. ApxuBoBenenue: yueOnuk / E. B. Anexceesa,
JI. II. AdanacweBa, E. M. byposa; nox pen. B. I1. Koznosa. — M. : Axkagemus, 2007.

2. byntonuna E. B. Teopust u MmeToanka apXxuBoBeAeHHs: yuel. nmocodue
E. B. bymonuna. — Boarorpaa: M3a-so Bosrorpajckoro roc. yu-ta, 2006.

3. Bypoga, E. M. ApxuBoBeneHue (Teopusi U METOJWKA): YYEOHHMK JJis
By30B / E.M. bypoBa, E. B. AunekceeBa, JI. Il. AdanaceeBa; mom pen.
E. M. Bypooii. — Mocksa : TEPMUKA, 2016. — 688 c.

4, JlapekoB, H. C. loxymenToBenenue: yue6. mocooue / H. C. JlappkoB. —
Y. 1.—-M. : ACT, 2006.

5. Packumn, /1. 1. ApxuBoBenenue: yueOHuK uig akan. 6ak. / [1. Y. Packum,
A. P. Cokonos. — M. : U3narensctBo FOpaiit, 2016.
6. PaccomoB M. M. Huadopmarmonnoe npaBo [Tekct] : yuyeOHUK s

OakanaBpoB : yueOHUK i cTyzeHToB By30B / [M. M. Pacconos, C. I. UyOykoBa,
A. A. CyBopos] ; moxn pen. M. M. PaccosioBa ; MOCKOBCKHII TOC. IOpUJI. YH-T UM.
O. E. Kyradpuna (MI'HOA). — Mockaa : IIpocnekt, 2013. — 350 c.

7. C.

JlonoiHUTEIbHAS JIUTEpaTypa

1.  AnexceeBa E. B., Adanacwesa JI. I1., Byposa E. M., Ocuukuna I"'A.
ApXUBOBEIUECKHE ACIEKTHI B JIEJIONPOU3BOACTBE (BBEIECHUE K LUKIY cTaTeil) //
Henonpoussoacto. —2012. — Ne 1. — C. 62-68.

2. AnexceeBa E.B., AdanaceeBa JLII., bypoBa E.M., Ocuukuna I A.
KommexkroBanue apxuBa B COBPEMEHHBIX YCIOBUAX /l
HenonpousBoactso. —2012. — Ne 4. — C. 74-82.

3. AnekceeBa E.B., AdanacbeBa JLII., bypoBa E.M., Ocuukuna I'A.
HopmatuBHo- MmeTogudeckoe nmocoodue mo D1J[: nepeunu // JlenonpousBoacTBo. —
2013. —Ne 2. — C. 85-92.

4. AnexkceeBa E.B., AdanacwbeBa JLII., bypoBa E.M., Ocuukuna I'A.
Opranuzanus T0KyMeHTOB B apxuBax // JlenonpounsBoactBo. —2012. —Ne 3. —C. 93-
100.

3. Anexceena E.B., Apanacwea JLII., Byposa E.M., Ocuukuna ['A. Yuer
apXUBHBIX  JIOKYMEHTOB — OCHOBa OOeCleYeHUss UuX COXpaHHOCTH //
HenonpouzBoactBo. — 2003. — Ne 3. — C. 89-92.

6. AnexceeBa E.B., AdanacnbeBa JLII., bypoBa E.M., Ocuukuna I'A.
Hayunbie 0CHOBBI OlIeHKH U 0TOOpa noKymeHToB // JlenonpousBoncto. — 2003. —
Ne 1. -C. 98-102.

7. AdanacbeBa JLII. Pecypcel HHTepHeTa Kak OOBEKT apXHUBHOTO
XpaHeHUs: mpoOaeMbl 3KkcnepTu3bl HeHHocTH // Cekperapcekoe neno. — 2014. Ne 8-
9.—C. 86-93; Ne 10. C. 70-74.
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8. Jlenornpou3BoAcTBO (OpraHu3alys U TEXHOJIOTUS JOKYMEHTAIMOHHOTO
oOecrieueHus yrpaBieHus): YueOHuUK i By30B noj penakuueit Kysnernosoit T.B. —
M. : OO0 «Kypnan "Yupasnenue nepconaiom'», 2007.

0. 3unoBeeBa H.b.  JlokymenTtoBenmenue:  Y4ueOHO-METONUYECKOE
nocobue. — M. : [Ipoduznar, 2009.

10. KocromapoB  M.H. MexnayHaponnele W OOIIEpOCCUICKHE
Kkiaccudukaropsl HHOOPMAITMN KaK CTAHIAPTHBIA SI3bIK OMHMCAHUS JaHHBIX. — M.,
2000. - 126 c.

11.  Ky3ueuos, . H. [JoxymeHTanmoHHOEe oOecreuyeHue YINpaBiIeHUs U
JeNIonpou3BoACcTBO. — Mockaa : FOpaiit, 2012. — 576 c.

12.  Ky3sueuos, C. JI. CoBpeMeHHbIE TEXHOJOTMU JOKYMEHTAIMOHHOIO
obecneuenus ynpasnenus / C. JI. Ky3nenos. — Mocksa : MOU, 2010. — 232 c.

13. Kysueunosa, T. B. Jlenonpon3BoaCcTBO (IOKYMEHTaIlMOHHOE
obecrieueHue ynpasieHus). — Mocksa : YrpaieHue nepconanaom, 2013. — 528 c.

14. Kymnapenko H.H. JoxymenroBenenue. — Kues : 3nanus, 2000. —459 c.

15. Jlapun M.B., PeickoB O.M. VYmpaBieHue [1OKyMEHTaMHU Ha OCHOBE
mexayHnaponuoro cragaapra UCO 2001 : Metoaudeckoe mocooue. — M., 2006.

16. Mamenko H. E. CocTtosHMe ©  NEpCIEKTUBBI  Pa3BUTHUS
JOKYMEHTAIIMOHHOTO O00ECTICUeHUs YNpaBICHUs U apXUBHOTO jena B JloHerkoun
Haponnoit Pecyonuke / H. E. Mamenko // Bectauk apxuBucra. — Ned. — 2016. —
C. 115-132.
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